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SHORTHAND GOES TO LIBRARY 


A convenience to the student, yes; but had you realized that short- 
hand played so great a part in business research, as detailed here 


By LAWRENCE DAVID BRENNAN 


E was a slim, soft-voiced man; but 

when he spoke, the whole world lis 

tened. Primarily he 
and he accomplished 
work by using shorthand to keep pace wit 
his swift brain and his vast library researches 
One day he was from his studies 
become governor of the State of New . 
and later he was 
voice to become President of the United States 
Yet no matter how great his success, Wood- 
row Wilson always used shorthand to make 
the most of every precious minute 


was a scholar, 
prodigious amounts of 
h 


called 
if rsey 


called by an even erea 


NOR is Woodrow Wilson the only example 


ot a great man who has used shorthand every 


day in other than secretarial capacities At 
this very moment there is probably an execu 
tive somewhere sitting tensely on the edg: 
t his chair, gauging the minds of his col 
leagues at a meeting or a conference. His 


fingers scribble tiny shorthand notes as he 
prepares his own decisions. Somewhere an 
other executive plows through sheafs of pa 
pers, scratching down his shorthand notes as 
he goes. Somewhere there is a man like the 
late George B. Cortelyou, the first secretary of 


the United States Department of Commerce, 
president of the Consolidated 
Company of New York, 


hand a part of everyday efficient living 


recently 
who made short 


_ ; 
[HE amount of library research that is ac- 
complished through the expediency of shor 


hand would probably astound most é 
Yet, when one considers how perfectly 
adaptable shorthand is to the problem of 


gleaning material quickly and accurately fron 
can begin to understand 
Thomas Babbington Macauley 
is reputed to have 


reference sources, he 
this wide use 
the great Victorian writer 


been able to derive more from a 


ingle scanning than most people do after a 
oncentrated reading. Considering the accon 

plishments of Macauley, this is probably not 

" uch ‘ iT ex ogerati n Vet 4 neider } . 
ear shor research workers come to a 
mplishing this feat 


by the research partment of a large manu 
facturing mpa Ruth can pile up a nun 
ber of volumes before her, sift through the 
pages rapidly, making reference notes and 
gleaning whatever information is pertinent 
to her subject. Without the expediency « 
horthand her research would be a tedi 
task and ir hy copying direct quotat 
painfully in longhand, or else noting thet 
for future reference, and this would al 


mean frequent trips to the library Yet wit 
shorthand this bright young girl in tal 
several lons quotations hack to her manag 

and give him the pportunity to sé le the 
mate rial wh h hest serves h $1 rnoce Ch, 


car dispose of the task in one trip to th 
library. R n sun 


marize a apter ofr 


volume with a few shorthand es. Sh 
an encompa nsiderable quant ma 
te rial between the slim over ! I ! ste 
pad, and bring under the control of her def 
fingers the wealth of several different sources 
WHEN R must organiz er mater 

v a port, she finds i h { 
to juggle para hs tl vy writ 
ten i ahenet C} id is als an 

TY 1 , iT 
nat f af vy bh 
nee | t t 

One my fa rthand 
says Ruth s the provision for my own sud 
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den inspiration. Inspirations are unpredict 
able and often occur in the midst of the 
deepest study. With shorthand, I can catch 
mv ‘bright ideas’ as fast as they occur, put 
them aside for future use, and yet not lose 
the spirit of what I am doing.” 


THE layman might also be surprised at how 
many Ruths there are in modern industry 
In addition to the shorthand research which 
you might see going on in the public library 


most large companies do research in thei: 
own special libraries. These special libraries 
are maintained for the promotion of the 
company’s interests. The librarian’s work 


usually consists of collecting information of 
special interest to the company. This means 
assembling newspaper clippings, magazine 
articles, catalogues, pamphlets, books, and 
other literature which aids in both promo- 
tion and production. The various depart- 
ments of the company send their stenograph 
ers to get information for their particular 
project, whether it be a sales letter or a new 
formula. 


AN outstanding exainple of one of these 
company research libraries is that of Stand 
ard Brands, In This special library has 
4,500 volumes, 25 drawer files of pamphlets 
and clipping material, and a collection of old 
cook books, and it requires a library staff 
of eight. The Western Union Telegraph 
Company Library in New York City has 
1,600 volumes, 20 drawer files, and employs 
a staff of four. The Borden Company Li 
brary has 800 bound volumes, 2,700 periodi 
cals, and over 13,000 pamphlets. In New 
York City alone the Special Library Asso 
ciation lists 387 of these special company 
libraries 

Usually the librarian is a specialist in 
the field: a chemist, a medical doctor, or an 
engineer; but in many cases the librarian 
grows up from the stenographic ranks. So 
great is this last trend becoming that the 
California State Employment Office lists 
as a specialized position that of librarian 
secretary. 


W HAT, then, are the best techniques for 
using shorthand as a tool in library research? 
When Ruth tiptoes into a library, she usually 
has prepared herself in three ways 

(1) She is properly equipped with a pen and a 
hard-covered steno pad 

(2) She understands exactly what she is seeking 

(3) She has a definite plan of attack in her mind 

There are certain library guides and stand 
bys which every library research worker 
must know 


(1) The card catalogue, which indexes al! library 
matcrial according to author, title, and subject mat 
ter on smal! alphabetically arranged cards 
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(2) Book catalogues, such as the American Library 
Association Catalogue ovide an important guide 
to books in general, whether they are in this library 
Or not 

(3) Periodical guides, such as Reader's Guide to 
Periodical Literature, which index all important 
magazine articles from 19 to the present time; or 
Poole’s Index, which lists all important magazine 
articles from 1902 to 190¢ These indexes list both 
titles and subject matter, and refer to the particular 
magazine, its page number, and its date 


(4) Encyclopedias are the best means of getting 


nformation quickly and neisely upon most given 
subjects 

Concordances of various kinds, such as Bartlett's 
Familiar Quotations r Bullfinch’s Mythology, or 
Strong’s Concordance of the Bible, are invaluable for 


acking down quotations and allusions 


(5) For biographical material, Who's Who in 
America, or Who's Who in England, or the Wilson 


Company’s new publication, Current Biography, are 


invaluable ‘aids 

The last and certainly not the least source 
to consult in the library is the librarian 
himself. Im many cases he can lead the re 
search worker directly to the very materia! 


which he has in mind 


WITH problem and plan of attack in mind, 
the research worker can now apply his spe 
cial skill of shorthand. The type of research 
ind the requirements of the employer govern 
the way shorthand is used. In some cases ver- 
hatim reproduction of the source material 
is desired, while in other cases more initia- 
tive is left with the research worker. What 
ever method is used, remember four rules: 

(1) Be legible. Haste makes waste when legibility 
s sacrificed 

(2) Make all such sign posts as sources, quota 








tions, and proper names, clear A good technique te 
follow is to write out sign posts in longhand and let 
them serve as guides to the shorthand text 

(3) Separate your different researches clearly. One 


good plan is to have a different notebook for each 
special assignment 

(4) Remember that it is better to take too much 
material back to your employer than too little 


Sign at a Curb Market 


FOR SALE 
REASONABLE HENS 


Two Birds with One Typewriter 
_" addressing envelopes,” The Post for 
J 


January-February, 1940, suggests that “a 
duplicate list of the names and addresses can 
easily be made in the same operation through 
the use of ‘Auto-Copy’ index cards, product 
ot the Stylograph Company, Chicago. These 
cards are cut from a special coated stock, on 
which the typewriter makes a clean-cut im- 
pression of the work typed on the original 
envelope. For making duplicate sets of list 
cards at one operation, the Stylograph card 
is simply inserted in the typewriter along with 
the card on which the original typing is done.” 
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SALLY TIPS DOT OFF! 


Second of a new series of letters from an experienced stenographer to her 


young sister who started on the job last year 


By HELEN WILKES 


November 29, 1940 
Dear Dot: 


For heaven's sake, Dorothy, quit upbraiding capitalism 
and mix with us mortals again. You've been listening to an 
awful lot of rot about there not being jobs enough to go 
around; that you have to be a relative to a big shot to find 
a niche these days. If most of us would only quit finding 
things to blame for our shortcomings, and really look at 
things right square in the face, we'd not only correct the 
trouble, but we'd really be happier individuals. 


Take appearance for example You can't give an 
employer a key to that lovely brain of yours for him to look 
in and see what you know. So the next best thing to do is to 
impress him that you have a brain by using it on your appear- 
ance. 


I remember you used to spend hours getting ready for 
Johnny to take you to a college hop, but how much time do you 
devote to looking your best when you're looking for a new job? 
Do you honestly go to bed at a reasonable hour so that you'll 
look fresh and bright when you get up, or do you still have 
that dewy "gathering the daisy" look you greeted us with at 
breakfast time, regardless of when you hit your pillow? 


You know how gullible human beings are! Remember how 
we used to grin when we read in some book that cosmetic manu- 
facturers take a few cents’ worth of this and that, fix it up 
in attractive packages, and get a high price for it? The 
public always bites. The same thing is true in job hunting 
too. Dress yourself attractively and businesslike, and you're 
sure to make a home run. But, and this, too, is important-—- 
after you win the job, don't fall into the habit of wearing 
slipshod clothes. Keep looking your best every day That ' 
the only way you can expect the best in the way of a jot 


Sincerely, 


Sally 
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FORMAT OF BUSINESS LETTERS 


A summary of the result of a study of business letters, together 
with some suggestions from a survey made by a large radio station 


By EDWARD IRWIN CRAWFORD 


Director of Business Administration, Kansas Wesleyan University 


HERE are two possible explanations for 

the present-day pronounced lack of con- 

formity by writers of business letters 
with any accepted principles of business letter 
styles. A few executives insist on retaining 
peculiarities which were regularly incorpor- 
ated in business letters two or three genera- 
tions ago. But far more important than this 
is the actual difficulty experienced by those 
who endeavor to locate dependable informa- 
tion on how a business letter should be set 
up. 

The authors of secretarial texts and man 
uals are not in agreement with each other 
either as to names of the typical letter styles 
or the structural plans of the letters. It is 
the hope of the writer that something con- 
structive can be accomplished to establish a 
set of specific principles which will be recog- 
nized as authoritative by all of the members 
of the business education group. 


General Principles 


N the material that follows, an attempt has 

been made to analyze and summarize the 
general principles of business letter styles, 
and to present a few suggested explanations 
of points that are often in dispute. 


DATE. The end of the date should be flush 
with the right-hand margin, two to four 
spaces below the printed part of the letter- 
head, unless some peculiarity in the letterhead 
different placement appear to be 
necessary. There is no punctuation at the 
close of the date. The correct form is: De 
cember 10, 1940 (not December 10th). 

The term, letterhead, as commonly used, 
means a sheet of paper with the firm name 
and other information printed on it, usually 
on its top 


makes a 


INSIDE ADDRESS AND SALUTA.- 


TION. The inside address and salutation are 
considered together, because the form of the 
salutation is usually dependent upon the name 
of the addressee. 

The address is arranged with the name of 
the individual or firm on the top line, the 
street or building address 


(if known) below 


the name, and the city and state below the 


local address. 

The salutation—the real opening of the 
letter—starts at the left margin, a double 
space below the last line of the address 

The popularity cf omitting the colon after 
the salutation has not been established. 


NAMES OF FIRMS. A corporation or firm 
name is written as it appears on the letter- 
head, with no form of address or title ex- 
cept that there is an option of preceding the 
two or more names in a partnership with 
Messrs. or Mmes. (abbreviated), or to use 
“The Misses Smith and Jones.” 

The salutation must conform with the ad 
dress. For a firm name or a partnership 
name preceded by “Messrs.,” the salutation is 
Gentlemen (not Dear Sirs). Gentlemen is 
correct usage even when addressing a firm ol 
women. However, a firm of women may be 
saluted as Ladies, if no form of address is 
used, or Mesdames (not abbreviated) if the 
name is preceded by “Mmes.” The salutation 
for “The Misses Helen Smith and Edna 
Jones” is Dear Miss Smith and Miss Jones 
Forms which must not be used are: Dear 
Sirs, Dear Ladies, and Dear Mesdames. 

If a man and woman are addressed jointly 
the names may be placed on the same line, 
connected by “and”—Mr. J. S. Smith and 
Miss Helen Jones—or may be written one 
below the other. The salutation is: Dear Mr 
Smith and Miss Jones. lf the names appear 
in the reverse order, the order is also re 
versed in the salutation. If the woman's form 
of address is not known, in such a title as 
“Helen Smith and Brother,” it is proper to 
salute as Dear Madam and Sir. 


NAMES OF INDIVIDUALS. The nanx 
of an individual must be used with some sort 
of title. Special treatment is given to eacl 
of several types. 


(a) REGULAR FORMS oF AppREss. Mr., Mrs., 
Miss, and Dr. (option, Doctor) are the regu 
lar forms of address, titles that actually be 
long to an individual and are not subject t 
removal (except Miss, which may change 
to Mrs.). Mr. and Mrs. are always abbrevi 
ated 
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Che most popular form of salutation takes 


the form: Dear Mr. Smith, Dear Miss Jones, 
Dear Dr. (or Doctor) Nelson. The formal 

Dear S and “My dear Mr. Smith,” are 
n ger in general favor 


it is not proper to include initials in the 
salutation 
(b) Special 


titles 


FORMS OF Certai 
result of election or ap 
pointment, have come to be used as forms oft 
Such titles are 


ADDRESS 
usually the 


iddress 


165 


4 persun in sume othcial position, the 
must be preceded by a form of address and 
tollowed by the title. It is 


the sake Ol t 


balance, tO pul the title ym the 


liane 


customary, tor 


same line as the name, and to put the firn 
name on the line below 

M \ RB. He s Preside 

W ester Ma r ery ) Dan 

san Dieg Calitornia 


x it tiv Micial Nas a lots 


Dean, Professor, Judge ame, it may be typed or 
Senator, titles of commis i line by itself, while his 
sioned officers in the milli title precedes the  firn 
tary or naval service, an lame, on the line below 
some church If all are long names, sep 


Bishop, for 

the Roman Catholic 

hurch, priests are ad- / 
{ as Father, and 

nuns as Sister or Mother 

It is 

to abbre 


the specia 


dress 


is the case may be 
not good form 
Viate any ol 
forms of address 

The salutation is the 
word “Dear,” followed by 
the title and the last 
name of the person (Dean 
Frank K. Stockton—Dea» 
Dean Stockton). 

(c) INDICATIONS oF 
UNIVERSITY DEGREES Ok 
MEMBERSHIP IN NOTED 
ORGANIZATIONS. A_ uni 
versity not a 
title, 
the 
degree or 


degree is 


but im some cases 


abbreviation for the 
the 
used in place of a title. In 
the name 
is written, followed by 
the abbreviation for the 
degree or society, but not 
preceded by a form of ad 
dress, except that “Mr.’ 
may precede a name fol 
lowed by initials of a 


society is 


such instances, 


society 

[he salutation of a let 
ter Ss iddressed corre 
sponds with the  tith 
shown. In the case of 
a doctor’s degree (as 


Ph. D.) it is Dear Dr 


In other 


cases 
it is Dear Mr._—— 
For example, C. M. Jen 
son, Ph. D. (Dear Dr 


Archibald Fitz 
Martin, F. R. S. (Dear 
Ur. Fitzs-Martin) 

(d) TITLES DUE TO Pos) 
rions HEID. In addressine 


Jenson); 


; 
. ' . ; : 
dignitaries J 
instance. In & arate lines may be 
‘ REVEREND ANI 





used 
saluta 


always use the forn 


LIONORA Tr} terms 
‘ crc i | H , ra ‘ec 
ire neither titles nor 
forms of address They 


are descriptive adjective 
that modify the torms o! 
address which they pre 
ede To be absolutely 
orrect, therefore, Rever 
Honorable (not 


abbreviated ) 


end ofr 
must be fol 
of the 
lar forms of address (Mr,, 
Vrs Viss ry Dr.) and 


must be preceded by The 


wed by one regu 


d Mr. J. S. Cox 


Che Reverer 


not, Reverend |. S. Cox 
(Dear Mr. Cox 

The Reverend Dr Golder 

Lawret Dear Dr. Law 


The Honorable Mr Fr k 
Nye—not, Honorable Frank 
Nye (Dear Mr Ny« 


ADDRI SSES. If known 


the street or building ad 
dress or the rural route 
and number hould be 
typed on the line below 


the name. Do not precede 


the number with No 
Room No... or 3 Use 
only the first number if 
the firm occupies several 


rooms or has_ several 
street numbers 

A street with a number 
for a name, if 


direction 


used with 
ut a indicator, 
is usually spelled if under 
100 and written in figures 
if 100 or over (162 Twen 
ty-fifth Street. hut 16 

















— 
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112th Street). A hyphen is not needed between 
the house number and the numbered name of 
a street. The space suffices 

A street with a direction indicator either 
before or after the numbered name is written 
in figures if it is a compound number, and 
may be spelled out if preferred when it is a 
single word (162 West 25th Street, but 600 
North Sixth Avenue or 600 North 6th Ave- 
nue) The direction indicator should be 
spelled in full. If it follows the street name, 
it is preceded by a comma (619 Tenth Ave- 
nue, Northwest) 

A post office box should be preceded by 
Box, or Post Office Box, followed by the 
number without the use of “No.” (Box 
1234, or Post Office Box 1234) 

The proper form for a rural route address 
; Route 3, Boa 15. The old torm, “a F. D 
No. 3, Box No. 215,” is no longer recon 


mended 


THE name of the city and state are regu 
larly put on the same line, separated by a 
comma. When the complete indention style 
of letter is used and the street address is un 
known, the name of the state may be used 
for the third line. In block addresses two lines 
are permissible 

The name of the state should be spelled in 
full except in two special cases: Because of 
its unique position as our largest city, let 
ters may be addressed to the city of New 
York, as “New York City,” without using 
the name of the state, although the Post Of 
fice prefers New York, N. Y.; and “D. C.” is 
always abbreviated when used with Wash 
ington (Washington, D. C.) 

“In care of” should be written in full, but 
if it must be abbreviated, use c/o rather than 
the per cent sign (%). 

Letters addressed locally must have the 
name of the city and state written out. Never 
address them, City. 

Note. Agreement of inside address and closing. 
The form of the closing of a business letter must 
correspond with the form of the inside address— 
either both must be blocked or both indented—ex- 
cept that a balanced closing may be centered, with 
an indented address. 


ABBREVIATIONS IN LETTERS. No ab- 
breviations are in good form in the date or 
address, and they should be used very spar- 
ingly in the body of the letter. Exceptions to 
this principle are the forms of address, and 
“No.,” which are always written as abbrevia- 
tions; and ordinary abbreviations in the body 
of a technical letter. Names of months; and 
the words Street, Avenue, Boulevard, Build- 
ing, Northwest, and other words commonly 
appearing in addresses should be spelled 
rather than abbreviated. 
And now, as to the actual format: 
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WESTON-RICHBERG & COMPANY 
eevere, cassvonsen © 








Complete-block style, except for attention line, 
which is centered on page, and closing, blocked 
at center. Note the new-style identification. 


SINGLE-SPACED OR DOUBLE-SPACED 
LETTERS. Business letters are now al- 
most universally single-spaced. Some writers 
who say that short letters should be double- 
spaced and long ones single-spaced miss the 
point entirely. Single-spaced letters ordinar- 
ily are easier to read, since the greater part 
of the material a man reads (newspapers and 
books) is single-spaced, and a letter of the 
same spacing is more natural to him. And on 
present-day typewriters side margins can be 
just as quickly adjusted as the line-spacing. 
Business letters, no matter how short, can 
be attractively typed single-spaced. 


ATTENTION AND SUBJECT. The 4t- 
tention line should be a double space above, 
and the Subject line a double space below the 
salutation. “Attention” is sometimes on the 
same line as the salutation. “Subject,” how- 
ever, should always be below the salutation 
because it is legally a part of the body of the 
letter. Special information such as “Policy No. 
” and file references may be used in the 
subject position. It is not necessary to use 
the word “Subject.” 
There is no set regulation as to the form 
of the words (upper case or regular, or under- 
score) or as to their indention points, except 
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the letter. It 


Name is typed at the close ot 
suggested that the typing of the initials be 
dispensed with in cases where the name of 
the signer is typed 

The stenographer’s identification was origi 
nally accomplished by typing his initials 
usually in lower case and without periods, 
it the leit margin of the letter, either alone 
or separated trom the signer’s initials by a 


olon or diagonal 


I HE use of the stenographer’s initials is 


gradually being supplanted by other means 
of identificatior lo avoid confusion, many 
establishments give stenographers code num- 
bers of some sort. The number is typed at 
the left margin, either alone, after the typed 
name of the signer, or in some cases after 
initials 

28 

Arnold R. Smuith-—28 

ARS/28 or 

ARS:28 


Ihe still newer style which is rapidly gain 
ng in popularity is to spell out the last name 
of the typist, entirely in lower case letters 
either alone at the left margin, or, if the 
signer’s name is typed at the left margin, one 
or two spaces below, or at the right of his 


name 


Art 1 R. Smuith/abbott 


ENCLOSURES. To indicate that other mat 
ter than the letter is enclosed in the envel 
ope, the word, “Enclosure (or Inclosure),’ 
either spelled or abbreviated (Enc., or In 
Encl., Incl.), together with a numeral show 
ng the number of enclosures if there is more 


he placed bel 


than one, is ‘ 
pher’s identification 


It appears in a variety of ways 


Enclosures 2 enc 

Inclosures or 2 enc! 
2 enclosures Inc 

2 inclosures Encl. 2 


POSTSCRIPT. In a business letter, the post 
script 1s added for emphasis not because ol 
forgotten items. The added statement, in regu- 
lar paragraph form, is written below the en 
closure indicia or the last item preceding 
it. The word, Postscript, or P.S. is often omit 
ted. Sometimes, the initials of the signer are 
typed below it and at the right margin 


COPY TO. Ii the writer desires to indicate 
to the addressee that a copy of the letter has 
been sent to another party, he may do so by 
typing the information, in all capitals, cen 
tered below the last preceding item in the 


THe Geece Warren, December 


uer (COPY TO MR. A. L. ANDER 


SON), or in regular typing just below “En 


closure” or the stenographer’s identification 


It is allowable to use c. c. to Mr. A. L. An 


erson (meaning carbor py to Mr. A. I 
Anderson) 

SECOND PAGI Page 2 of a _ business 
letter should be typed on a blank sheet of 


the same quality of paper as the letterhead 
the back of page 1 nor on another 
etterhead 
The name rt the addressee, the date, an 
the page number must appear at the top of 
page 2. The forms shown below are ap- 
proved, the one at the left being for a letter 
with a blocked address and the one at the 
right for a letter with an indented address 
Vi Herbert A. 1 
ebruary 140 
Mr. Herbert A. Tonne 
February 2, 1940 
Page 2 
\nother style for an indented letter is t 
spread the information across the top of the 
page in this manner 


Mr Herbert A. Tonne February 2, 194 page 
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Modified-block style, with complimentary close 
and Company name blocked at center, and title 
centered under space left for signature. Note 
code number for stenographer’s identification. 
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STYLES Ol BUSINESS LETTERS 
TI 





here are sever re or less distinct styles 
WESTON-RICHBERG & COMPANY $ business letters. The names assiened then 
eens GuBUENGSD euusee 
Osan rman © here are those which seem to have the widest 
“, acceptance. Only the distinctive points whic! 
differentiate them are given in the brief de 
5 scriptions that follow [hey are givet n of 
He Aube let f popularity 
fh ] V/ hed } k re blocked: clos 
ee ° i ’ ng blocked tarting nter first line 
° ‘ ~ every paragrapl ‘ a giver umbe 
t co goede ws : f spaces, u 
. = oom 2 Sfana ! \ i al para 
core x ff graphs in bloc! Closine blocies 
° could retemp starting a 
ery . x (3) rhar Ad 
~ blocked usuall tarting a 
—— s t . m tart at tine 
. ieit ma x the first 1 €a 
ragt a f cr 
‘ space | that the , te 
~ De ta mn it 
‘ ibulator | r the left mare 
4 Rlock ter with address at the bot 
The salutation is moved up to the pos 
on of the first line of the inside address 
i e address is entered at the left margin 
a double-space below the typist’s identifica 
Overhanging-indention style, “person to person” tion, Either lented or blocked paragraphs 
etter, closing blocked at center. Note difference may be used. A blocked address makes a bet 
n placement on page, and different title and ter appearance 


ompany name arrangement used in signature. C : > 
, sd (5) Complete indention. Each line of the 


address and g is indented 5 or any given 
} ‘ } } } } , 
’ hm . . — number < pD es to the rignt of me wo 
CARBON COPIES. It is essential that a . 
: ning of the ne apove it he con plimentary 
c arbon -Opy of every letter he made | he " I . ' 
se is centers he first line of every para 
usual custom is to make the carbon of page , ; , 
' — graph ts ented 
2 on the back of the carbon of page ] In y : , , 
. f)) mrhdlet ' irre n i 
some organizations, the first carbon py . ; . 
typed on the back of the original letter, wher _ : ass: 
. 2 7 Dy nuh] lotta - »+ ol 
possibie, t ave spac the f / i iDle-Sf ! letter This letter fol 
ywws the same plan as the complete indentio 
ms =ys : : ‘ letter, except ‘ e af i] naced thr } 
ARRANGEMENT ON THE LETTER o hae 
: ; out, including the address and closing. To he 
HEAD The length of a letter determines ‘ , , , 
, ~— : > : : trictly correct, there are 1 single-spacet 
iow tar below the printing on the letterhea ger pea 
. ‘ cs na qgou c-s id el 
the address should be typed \ short letter 
6 the lettere deacrihed 1 . tom 
an start as far down as 16 spa ncluding Ut the letter a ” . 
- PaaS .: ; bantlot. | — 
4 spaces for the date. Long letters may be ecome practically Uhe 
started only 5 spaces helow the rinting The el n lett . wa) 
date should be down from 2 to 4 spaces, de 
. a ANY » “Ot lor nd tation ron 
pending on the length of the letter MANY exceptio and =variations 1! 
T . . ' tandard principles a to be found, not onl 
The side margins on an elite-type machine | , ; 
re ' mong tetters writter y business houses but 
‘an vary from 20-85 for the average long .  Gectn 1 4 
letter, to 25-75 for a short one. On a pica Sages SS wwe t woul 
} <9 ata ar | ily 1 the ence ! 
machine, the variation averages from | , 14 ig } 
7 on . ' 1 , yusI! letter styles 1d simplify the pre 
to 17-67 Shorter lines than these make a ; 
< { trans ’ . } w ft write 
letter look dumpy, and longer ones make it 
| etter , t ’ w vear bt 
ook overcrowded 1d 
ness letters wo be made to conform t 
A very short letter may be made to appear : : , " 
z : . . accepted principles at I following the 
longer by starting it lower and dropping the |, tid? Page ae 
” ; hodge-podge . \ n 


stenographer’s identification and er specia 


items to a lower point on the sheet We shall we ” . n the subject Editor 











—-—-o 
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COMPLETING THE PRINCIPLES 


To clinch your understanding of analogical word-beginnings, word- 
endings, and intersected forms, a few brief drills are presented 


By JANET KINLEY GREGG 


92 

HERE is great satisfaction in knowing CL > 9 9 "7 —SY 

that one’s time has been put to good ’ oe < ° 

use. We trust that those of you who 
have been spending these past few months in = J — —7 
the study of shorthand are able to look back ° , . . 
now, or will be able to at the end of Decem 2 ——« R. aS we —> 
ber, with just such satisfaction because you sin lectde tenia: estreme. estevier. endludies 
have been accomplishing something worth ntrude, interesting, enterta ntelligence; instruct 


retreat restrict 


while 


r . "7 - ‘i. ee ee ae a » Dinu 
YOU have learned how much time can be [HE other word-beginnings may at firs 


saved by using shorthand at every oppor seem a bit more difficult, because they are not 
all alike, but they are really so obvious that 


tunity, and how the strain on your mind may 


; , . little —_ . sien makec ne nder 
be eased by “jotting down” details. For if 4 little practice or makes us wondet 
your mind is capable of greater things, it why we did not think them ourselves 
should not be burdened with details that will 
serve it only once, such as what tomorrow's = : 

— A 
assignment is to be, or what engagements U/ (Jb ss taf 
you may have a week from today 4 . ‘ 
By now you know that important facts and 
ideas are saved for you by shorthand, for you ' < ~, 
. , “ts 4 
make notes, to be put in more permanent _ - ‘ ») ‘/ 
form later, instead of forgetting entirely, as ‘ 
X - . 
might have been the case had you not been ( , - V7 Ee 
) 
able to use shorthand / 
T , ) > 
HE most frequent words of the language 6 / il . , _ & 
are familiar to you now, but, as one teacher < -— 
4 
puts it, he can make any writer lose speed at ( 
the rate of five words a minute by inserting P 
, igreement, @ggravate;: anticipate declare include: 
strange and unfamiliar words in his dicta magnificent, McNeil: multitude ertake; paragrapl 
tion. What a catastrophe, when those extra postage; recline; selfish; circular, circumstances; 
“ee , ; os fied hee , or" grandson; shortage, shipshape superintendent, su 
five words a minute had been the only claim preme; suspect, susceptible: transact. underline 
we had to speed! So, in this last lap of our 
course, the intricacies of some of the longer And practice is the key to the successful 
English words are neatly sorted and put into use of all simplifications presented in these 
lists for us to learn, not individually, but as last few weeks of theory, so that we may 
groups Mastery of the analogical word learn how to write them in advance of the 
beginnings and word-endings permits us to ime when we shall need them. Knowing 
speed on confidently to real success in faster them in advance will save us the loss 
writing those five words a minute and will save us, 
too, from having to learn them later, aftes 
r , . - . - 
THE first group, which we may call the possibly many unhappy mistakes. ior learn 
tr beginnings because each represents a pre them we surely will if we are to be in busi 
fix with tr added, is not likely to give any ness. It is to be remembered that 
trouble; for all the word-beginnings in the 
True ease in writing mes from art, 


“ } le ‘ » . 
roup are built on the same principle 
8 P I i not chance, 


> ~, As those move easiest who have learned 
2 , a) ‘ to dance.—Pope 
a ne. ‘ 
A Pas It you do not dance, perhaps you do drive 
; _— acar. Perhaps you remember how you drove 


s F 1] 
4 - ? » \ 

P c — , 
iE cL ) J when you were frst carning to manage a 
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" Perhaps your memory is even more 
vivid if you have ever been in a car with at 
nexperienced driver. The start is either the 
ast iggling gasp of a dying motor or a 
grea ip uy e street, probably through a 
l gl A sl gears is te noth ng 
| k | starting all ve 
i | tl tch is rgotten « 
‘ Spx t p per a ustec tive repalr 
an mus ent ra r the screeching and 
grinding | sided The brake is some 
mes i. th i elerat r, u ally 
na hil the " i ent danger 
I ter l r knows how se a 
the de c I hich a car ts ¢ pped, the 
lriving is k to be jerky, even pre 
Ari S S h shorthar Smoot! 
easy, l exe tl itlines 
come m ] act s hat f ully it is w 
ten W it} ‘ th gl | | \ | i] t] « 
is a driver wl s expert manages his ca 
with t h gl each 1 ve h 
make S Dis sal fr S ! 
para an accident th with the 
ar | k1 l id what t l 
pr e doing keet pra w t 
we write with é is | things, at 
i<ast, we Ow‘ s 


LI l us study for a moment some 
joined word-endings. It will be 
they otter th 


»f the dis 
noticed that 
include the 


sound © 


f the vowel preceding them; tl 
atic, étic, stic, ot 
“a ” ) < < 
at syr a aS 
One " lings of the word-endings 
including regular der the vowels that 
may precede them—4a, e¢, t, 0, u—will usually 
suffice to settle them so clearly in mind that 
whenever the sound of atic, etic, ttic, or ott 
for example, is heard, the large circle is writ- 
ten without hesitation at the end of the word 
5 
4 —— - 
) ' ) 
) ) 
< } 
. LA > 
) = <.. 
XY Y < 
emphatsc, dramatic; athiets phonetic; crts polsts 


neuromc, exotsec 


P ROCEEDING in the same manner, drill 
on the other word-endings 


ality, elity, slity, olity, wlity, ulty 
) 
7 7 
~ _~ 
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/ 
f hide ty wy Cdmist acuity 
t sf 
t i 
~ ~ 
ve t esuty teliculy atrocety, scarcity 
Vv é ty y, re 
. 
\ Q ee i - Q 
’ s ty tic 
é 
} “on 


) 
) 
past m & 
ON! al il ly I sh ha Ll te 
much at th tage ari f Wel : WW 
learn to g 1, in spit eing ed, ha 
1 wind” upon which eI 
> he avily \\ « I st ‘ n , I ‘ 
hand and mind th r sl hand est 
uffer t I h when we l { me t 
we must be able to keep rigl 1 working. I 
SI t advisSa t ha ij es er 
ployer, “I’m tired now and can't write we 
more | i res 
your 
Y ot will enjoy the ps ple Intersectio 
looks s | Nai) and Wii most 
useful the v I Short \ iry at 
nd ; n tl words a 
you have been learning the Brief Forms and 
phrases. Have some dictate th fron 
the lists in Chapters Eleven and Twelve 
a tew at a time ver a ver again (you 
know how to write that phrase in shorthand 
too, don’t you!), and s how much you can 
increase your speed n the Vocabulary 
words alone 
You will probably ive occasion to write 
the following intersected phrases in office dic 


tation. The forms given here not only illus 


trate the | put ire wort i gy tk 
your vocabulary How fast can you read 
and write them 
OO CW C *“ c 

c 

















Ie 
SL: : 


\ 
ry 
i 
~ 


C 4 . 
mé fe 
- yy 
( 
¢ } 
‘ 
vs . } 
i OQ» 
4 
fon, fin. 
¥ ’ k 
{ y 
¢ 
1D)., a.m., p.m., c.o.d., price list, list price, list proces, 
elling price, market price, bank draft, commercial 
lraft, order blank, application blank, enclosed blank 


issoctated Press, Democratu party, Republican party, 


political party, New York Central, Michigan Central, 
lilinois Central, Union Pacific, Northern Pactfic, 
Southern Pacific, Canadian Pacific, Baltimore & Ohio, 
rand Trunk, Great Britain, Grand Jury school 


mmattee, Federai Reserve Board 
Board of Education, Board of 
Board of Health 


hoard, school board « 
hairman of the board 


Board of 


Directors, Management, 


General 


Roard of Managers, Board of Commissioners 
Manager, Assistant General Manager, vice versa, 
Board of Trade, profit and loss, bills payble, bills 
receivable, endowment policy, Postmaster Genera 
stock market, curb market, indemnity policy, member 
banks, commercial paper, bond and mortgage, account 
urrent, chattel mortgage, certificate of deposit, par 


value, Chamber of Commer hambers of emer 


unty Counce, parcel post 
too, on the city 


Put in plenty of practice, 


and state names. You will need to have 
them at your finger tips ii your employer is 
one of those who rattles off the name and 


address and starts in on the letter itself be 


fore you are fairly seated for dictation 


AS this is being written, Happy Hallowe'en 
would be the appropriate greeting, but by the 
time you read it Thanksgiving will have come 
and gone and Christmas will not be far off 
May it be a happy one for each of you, and 
may we all meet again in January to go on to 
new accomplishments, with new goals—the 


say, One 
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, GA shall we 


awards, and a speed of, 
hundred words a minute? 


And, in the meantime, perhaps your Christ 


is | will look something like this 
) 
—Y = FY 
— 
2 ) 
2 
é —+ 
.;, 
P (_ » — 
(7 ) — 
a , 
a 
c 
Be sure to make your Christmas list in 
horthand—make all your lists in shorthand 
Write to your friends in shorthand; if they 
annot read your letters, at least you wil 
have done your part! 
Merry Christmas! 


DRILL ON COMMONEST WORDS 
OF CHAPTERS VII-XII 


Based on the list given in “5000 Most-Used 
Shorthand Forms” 


Cuapter VII 


written, dinner 
standard, 
learn 
turned, university hoard 
brother, father mother 
beautiful, care 


ttem 
concermng, 


sttend, continue, tonight 


period, card, 


certam, certaimiy 


tfems 
third, large, 

rprised, terms 
sort, warm 
weather forget, 
fully, wonderful, himself, myself, ¥ 
fac kage 


farm, 
serve, service 
turn 
war, worth 
furnish careful 
urself urs es 


manager 


Cuarter VIII 


, 


idjustment, best cost, 
request, act, exactly, fact 
advice, advise, advising, advised 


CHAPTER IX 


decided, doubt, excuse, freight 
grade, poor, sincerely, trade, amount, balance, dis 
ount, etc., memorandum, paid, street, anxious, con 
venience,  codperation customer, imagine, offer, 
riginal, pleasant, policy, relative, absolutely, ap 
preciate, appreciated, ass.ciation, duplicate, local, 
locate, material, practice, separate, similar, territory 
total, examination, addition, additional, condition, con 


earliest, just, jast, past 
president, mind, advance 


requested, unless 


arrived, decide, 


ditions, information, stdtion, anyway, everybody 
herewith, however, sometime, sometimes, therefore 
whatever, within, otherwise, 2 hundred, 2 o'clock 
CHAPTER X 
contract, interest, interesting, interested, instruc 
tions, include, including, understand, understanding, 
extra, short 
Cuapter XI 
proposition, picture, secure, requirements, assure 


result, article, program, forward, forwarded 
Cuapter XII 


afraid, application, approval, club, connection, prop 


erty, secretary, wife 





He 
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Frequent- Word Drills 


Including the words in the first thousand most-used words that come under the 
principles of Chapters Seven to Twelve 








‘hantan WT 
wil i Vid 
| 
| VY . 
—_——— \ Cr 
-* wi. 
> 
——t 7“ i<y ? ao 7 
4 y / e 
© > J a y a € 
) o ~ 4 Oo 
} 
? ~ - ) \ a é 
s 
oo“ ~\ “ 
Pa ) . 
\ om c > . 
’ - a a _ 
—_ ~ - « 
y, Su os — > 2 
4 > 
/ ) — > = ” ~ 
} 
Z o 4 >) 5 4 7 
»? 4 > a 
) ; : 
A . , ~“y . 5 . ) 
> 
“ = 
j > _ ’ 
,) ) 
; ry C 5 ) 
— . ro y= > - 
) 
> > 5 
ko & —— 4 
( y . 
© 5 ? 
- c - 
= } 
—T K 9 ¢ FP? 
) / »nTeyY P 
*~n , Z L i 
-_ “> ra 
) i 
7 5 , 7 = 2 — = ¢ - *-™. " ‘> j 
- } — i 
yw ) 5 
— | ~ 
} +, xX ~ A - C 4 y 
”? 
- 
é ¢ 4 | 
v ‘} + y 
i SF ow i 
a, 
) O > C 
a -_ 
er L ; oz A CL = < 
¢ Y 
Q_— ge ay, C, -— 
i 
1 
Practice plates will be given in this department next month aid you in preparing for 


the Complete Theory Test issued by the Credentia Department 
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Designed in shorthand by Margaret Clough 
St. Mary’s High, Lykens, Pennsylvania 


Santa, as One Greggite 
Pictures Him 


UST as our last December copy was going 
ep Off to the engraver, tiis irresistibly jolly 
Santa Claus reached us from Sister Mary 
Olivia—the work of one of her students at St 
Mary's Catholic High School at I vkens, Pent 
ylvania. It was so well done we just had t 
make room for it here to show you what you 
an do if you are artistically inclined And 
how your Gregg friends would enjoy that sort 
of Santa on a card from you! You could 
stencil the design for reproduction, if you 
needed a quantity, or use colored carbons if 
only a few copies were needed 

Congratulations, Margaret! 


Three Christmas “Typies” 


E wish we could have shown you, O, 

the samples Irene Schwandt sent us of 
the typed Greetings she has designed the past 
three seasons. But they arrived too late. One is 
a typed medallion showing a Colonial couple 
under the mistletoe, with a four-line greeting 
\ second is a Christmas poem typed in the 
shape of a Christmas tree, with a poinsettia 
sticker in the corner to add a bit of color. The 
third, a snowy pine done Philips Cole fashion 


iainst a background of repeated lines of 
Merry Christmas, Happy New Year, Christ 
mas Greetings, Happy Holidays,” underscored 
here and there into a lovely all-over pattern 
And below the tree, a four-line message 
appears, distinct on the white snow (that's 
the illusion Miss Schwandt has created). 
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NEWS in WORD A 


The design itself is about four and a quarter 
inches square on a five-inch white paper, 
effectively mounted on heavy red paper six 


inches square, and folded in half 


Help for Mimeographers 


ADGER PAPER MILLS, Peshtigo, Wis 

consin, offered free to mimeographers, 
early in the year, according to The Post, a 
magazine for letter producers, a book called 
the “Handbook of Mimeo Design.” Included 
is information on planning various types of 
mimeographed mailing pieces, layout pointers, 
mimeoscope illustrations, and dozens of usable 
ideas for design of borders, initials, decora 
tions, etc. It may perhaps still be available 1! 
you are interested 


And there is a new Gregg offering on th 
subject—a revised edition of Julius Nelson's 
“Artyping,” which will be on sale soon 


Back to Its Beginnings 


A LETTER from Mrs. Lurene Miller, of 
Kagle Bend, Minnesota, tells how they 


irc using MonoGreggs out there 


“Today, my advanced class had a little 
celebration in honor of Hallowe’en—and the 
cup cakes were frosted and decorated with 
MonoGreggs! It isn't so difficult to write 


shorthand with a pen or pencil, but to write 

t on cakes with a pastry tube—that takes 
skill! We had no trouble in identifying our 
individual cake, however.” 

That takes us right back to the beginning 
of the present MonoGregg vogue—it started 
with a shorthand inscription on a birthday 
ake for Mr. Leslie. The idea has since been 


applied to names embroidered in shorthand 


nm blouse pockets and llars, scarves, aprons, 
handkerchiefs, sweaters, and what not. Writing 
Gregg shorthand this MonoGregg way, with 


needle and thread, has gone over with a sen- 
sational bang, and the interest seems to con 
tinue unabated 

Miss Anna Lee Sparks, of Booneville, Mis- 
| i “MonoGrege” 


> 


sissippi, sent us a ske 
dress she made, showing how she employed 
the idea in an artistically designed oval-shaped 
belt front. The sketch was done in blue and 
red crayon, which, unfortunately, will not 
reproduce 

With his recent order for twenty-two pat 
terns, Mr. Wilbur E. Weaver tells us that, 
out at Elizabethtown (Pa.) High School, 
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was a three-cent stamp, for our reply It 
had come through unprotected all the way 


from Michigan, arriving as fresh and neat 
A as if it had been stuck there a minute be 


fore the postal was handed to us Neve 


had seen it done before, the Superintendent of 
even the Academic students want Mono- Mails reported, when curiosity prompted us 
Greggs! We'll make the patterns for you if to inquire. Did the pul t! 
you wish (five cents each, with your list moment, the writer t \ ve a i t 
of names, covers handling and postage). To if the idea was he 


make your own, place on a hard surface a 


piece of soft carbon paper, and over it a , 6B s.. 2999 
— ws tang Another “First”! 
white sheet. Write your name in shorthand 


on the top sheet, and a carbon impression will O such innovation as the sir-enclosed” 
be left on the under side, ready to be trans N { tamp, but the first specimen t 
ferred to whatever material you have selected be sent u f a stencilled typewritten design 
to mark. except { rk pre ‘ t oy ] 
Have you made any unique Mono-Greggs? papers we receis Those of you who saw the 
rryl Perisphere at the New York 
: Work | will | particular ippreciat 
A Star at Eighty! f how faithfully sixteen-year Jac 
has reproduced the atn ‘ ; . ’ 
ba HO ever heard of a movie Cinderella the form of the originals. Y« robal , 
eighty years old?” asks a newspaper not make it out on account t r t 
clipping. “This miracle woman is named but the shad e Trylor 
Adeline DeWalt Reynolds, and honest-to-good the letters, VN Y W F! The eff 
ness, she’s making her screen debut with Hedy f the sh 


Lamarr and Jimmy Stewart in “Come Live pi 
With Me,” and that in her eightieth year paper, A 

“What a life this little old 
lady has lived. Married at 16 
and widowed at 30, with four 
children to support, she started 
a typist school at San Frar 
cisco. She could eke out a liv 
ing, but it worried her that sh« 
had so little education, so at 
the age of 66 she enrolled at 
the University of California 
and was graduated at 70. The 
important thing was that she 
went in for school plays and got 
the acting bug. 

“Not so long ago she ap 
peared in a little play in Holly 
wood, and it was there that 

Clarence Brown saw her. Now 
she’s a movie star at an age 
when most women are thinking 
‘old rockin’ chair’s got me.” 





BL ee ee ey 


——— 


— 


SPH ppaeasy omen: 


- 
} 
‘ 


t+? tT . 
Soe SSR 
i} 1 
4 
» | 
’ 
| 
i 
§ 4 


Wouldn’t Recom- 
mend It ieee. Sea 


A SHORT time ago there 4 


was received in our office a“ .. 


— 

toad. 

herrt 
sr 


a request for certain informa : : 
tion. The writer had sent her 
inquiry on an ordinary Govern- 

ment postal card, and—of all — 
things strange and wonderful- Designed and_ stencilled by Jacqueline 
there, attached to the message, Lefebvre, St. Mary's Academy, Champlain 
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ANNUAL O.G.A. CONTEST OPENS 


An opportunity for students, stenographers, and teachers alike to 
measure their shorthand skill with writers all over the world 


By FLORENCE E. ULRICH. Committee Chairman 


HILE actually the 28th O.G. A. Con 
test since the Order was founded, this 
is the Silver Anniversary Contest for 
your Chairman. It was just twenty-five years 
ago that she learned about the O. G. A 
Contests—and then it was as a student—so, 
we're in a mood to celebrate! We're going to 
make this the biggest and finest shorthand 
writing contest that has ever been held— 
aren't we? The prizes will justify it; and the 
eagerness of the students and teachers to get 
started on it, as reflected in the thousands of 
letters that have been pouring in on us since 
school opened in September, warrants this 
solemn declaration: 
THIS WILL BE 
O. G. A. CONTEST! 


OUR GREATEST 


THEREFORE, now that that is off our 
chest and you have the Contest Copy (page 
182) upon which to begin your writing prac- 
tice in earnest, we can, with Longfellow, say 
to ourselves 

Let us then be up and doing, 

With a heart for any fate; 

Still achieving, still pursuing, 

Learn to labor and to wait. 

That's exactly what at least 50,000 short- 
hand writers from every quarter of the globe 
will be doing from now until March 15, 1941! 
And thousands of those youthful and enthusias- 
tic contestants are carry off an 
award from one of the finest arrays of lovely 
prizes ever offered in a shorthand contest. 


going to 


I DON’T know how you feel about these 
O. G. A. Contests, but to those of us who, 
year after year, watch so interestedly and ex- 
pectantly the that is made by in 
dividual writers and by school teams, it seems 
as if one brilliant contest follows right on 
the close of the last one. And we never finish 
the work on one contest but that we are eager 
to see the results of the next! 

In fact, we are traveling so far ahead of 
time in our thoughts and plans for these 
events that we feel somewhat like the old 
Maori who was traveling in an express train 
for the first time. He was considerably awed 
and impressed by the swiftness with which 
one picturesque scene after another passed 
before his eyes 


pre yeress 


Unable to calm his excitemem, hx 
to his companion and said 
pretty fast, hey?” 

“Oh, only about eighty,” answered his com 
panion. 

Subdued, but still eager, he sat watching 
the countryside. Suddenly the train shot into 
a tunnel. Astonished, the Maori 
“Py, Korri, it is night!” 

The next minute the train emerged fron 
the tunnel, and with his eyes almost popping 
out, and no longer able to contain his excite 
ment, he gasped: “Py, Korri—tomorrow!” 


turned 


“Py, Korri, we g 


exclaimed 


THE sincere effort and enthusiastic practice 
that goes into these contests would thrill any- 
one, whether he knew anything about short 
hand or not. The story of the obstacles that 
many an O. G. A. Contest entrant has had t 
overcome reads like an adventure. And a 
thrilling adventure it has been, too! Neither 
war, floods, fires, snowstorms—nvothing can 
prevent a Greggite from entering the Contest 
once he has made up his mind to take part 


**COME one, come all, this rock shall fly 

From its firm base as soon as I”"— 
this seems to be the motto of these writers 
For example: 

1. “Because of the ravages of war on the 
high seas, and the possibility of first entries 
becoming lost, we are enclosing duplicates 
The Grecc Writer is the one bright spot in 
our lives amid all this carnage. We practice 
the O. G. A., and really pass otherwise very 
tedious and apprehensive hours almost pleas- 
antly!"” So writes one stenographer as she 
submits her test from war-torn London. “Our 
lights went out on the very evening we had 
planned to write our final Contest copies. Did 
that stop us? It did not. We raided the shops 
for candles, and here is our club—still 100% !’ 

2. “The snow was piled from six to ter 
feet high and our roads were impassable. We 


had to use skis and snowshoes to get this 


package to the nearest railroad station, four 
teen miles away.” 

3. “You may be interested to know that 
these copies were written in a boxcar, tempo 
rarily fitted up as a classroom. Our school 
burned to the ground three weeks ago.” 

4 “Our ports are closed, owing to the un 
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The trophies offered—Grand Prize cup (center), the Individuals trophy 





next left), 


and the three School Division cups 


and the ice. But the 
students offered to take 


isually cold weather 


father of one of our 


these papers by dog sled to the nearest port, 
where a boat will sail for the States. Thence 
by rail across the continent to New York. We 
hope they arrive in time! 


ON on 


charred 


or two occasions, we have received 


envelopes, with the contest papers 


burned all around the edges but still decipher 
able and intact. The airplane in which they 
were being carried had crashed and burned, 


destroying part of the mail. An envelope ad 
dressed simply “O. G. A. Contest” was once 
delivered to us in New York, although how 
destination from Pennsylvania 
Another had the entire ad- 


it reached its 
we do not know 


dress written in shorthand (this is mot ad 
vised by the post office department, and it 
will be safer to use the standard address) 


but it came along with the regular mail, and 
with no delay in delivery. 


WORDS seem inadequate to express the 
friendly interest and codperation of shorthand 
writers the world over. The excellence of 
the work done testifies to the midnight oil 
that is burned in writing practice. A short- 
hand artist appreciates the impeccable artistry 
and skill with which many of these papers 
are executed! 

Gregg shorthand is written by stenographers 
working or studying in practically every 
country on earth, and in many of the islands 


in the far-off seas. Many of these lands are 


represented in the ©. G. A. Contests. There 
are beautiful notes from stenographers in the 
Malay States Turkey Norway Switzeriam 
Greece, Italy, New Zealand—usually with ar 
ibsorbing story the writer's experiences i 
learning and in writing shorthand 

The lonely lighthouse keeper on the Isle of 
Man, who studied shorthand to help while 
away the hours, and who won honors in this 


loesn t find his 
We 
are broken not only by 
going on around him, but 
has since married! So we 


Contest a year or 
work so 
that his 
the drama that is 
by the fact that he 


monotonous now can imagine 


lonely vigils 


expect to see his wife join him sometime 
in these Contests! Reading and writing from 
his magazine will be accompanied now by 


more serious responsibilities, we venture 


DEN rISTS match their skill in dentistry 
with their art in writing shorthand as a 
hobby. “Writing shorthand is an 
levice for developing that fine degree of co 
ordination needed in the work 
sion,” writes one. A grandfather, who taught 
his grandchild Gregg just for the fun of it, 
watched the boy take prize after prize in his 
work at school because of the use he made 
of shorthand in the classes, and the command 
of language and spelling he had attained 
through the reading of this magazine and 
practice on our shorthand pages 

We recall the specimen of shorthand writ 


excellent 


my protes 
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en by a “ranger” of the North, a member 
ot the Royal Canadian Mounted. He spent 
hours riding around God's Country, he wrot 
us, and found shorthand reading and writ 
ig in the saddle a fascinating pastime 


We once spied a streetcar motorman, more 
youthful in spirit than in years, snatching 
dd minutes, while waiting for traffic sig 
nals, to turn the pages of a_ well-thumbed 
issue of the GreEccG 
WriTeER to the shorthand 


serial story. We watched 
him jam the magazine 
juickly back in his bulg- 
ing pocket and “clang, 
clang his way up the 

We asked him how he 
was coming with the 
story, ind, with eyes 
alert, he asked, “Do you 
read this?” 

\ little,” said I. 
“Good! Can you tell 
what this word is? | 
an't make t out.” We 
were able to, to his great 
gratincatior 


A NIGH] watchman 
mce wrote us that he 
“learned the stuff for fun” 

ind then went out and 


x,ot himself a job as a 
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stenographer! “Our family was used to seemg 
somebody practicing shorthand of an evening, 
because all the children studied it as they came 
along. But you can imagine their wide-eyed 
astonishment when Dad decided shorthand 
could be of help to him in taking notes on 
occasions—and he spent his evenings on short 
hand!” 
Shorthand study and practice takes on a 
new significance for stu- 
— 9 lents and stenographers 
when they hear that it is 
heing read and used not 
ynly to earn one’s bread 
and = butter! Shorthand 
practice has a glamor all 


a 


its own! Have you ever 
ought of that? 


PUT new zest and 
' power into your practice 
from now until the close 
of the Contest, March 15, 
A 1941, and see what you 
can do. This is your op 
portunity to match your 
skill with thousands of 
shorthand writers fron 
all over the world. And 
when you send in you 
specimen (if you are a 
stenographer), tell us 
something about what you 


Large School Club Banner are doing, won't you? 


Important Details for O. G. A. Contestants 


School Contest Rules 


An O. G \. Contest blank, properly 
filled out, must accompany the Contest clu 
Write for it now, if you do not have on 
Papers submitted for the Membership certi 
ficate as well as for consideration in_ the 
O. G. A. Contest should be addressed to the 
Membership Examiner. Papers for the Con 
test only should be addressed to the O. G. A 
Contest Committee 


2. The Contest ses March 15, 1941, and 
papers that reach us on or before that date 
will be considered. Results will be announced 
in the June Greco Writer. No report on the 
Contest (except mailing of certificate report 
m Membership Certificate applications) can 
be given, except as published in the June 
GREGG WRITER 

3. Only the Contest Copy published on 
page 182 of this issue may be used for Con- 
test entry. 

4. Only one club may be submitted by any 
one school, although one or more shorthand 
teachers may combine their work into this 
club representing the entire school 

In order to rate your club properly it is 
necessary that teachers specifically state which 


entries are from Juni tudents and which 

om Seniors, and also state whether the 
Junior Shorthand Writing Progress Pin or 
QO. G. A. Membership Certificate has been re 
ceived. Students entitled to enter as Juniors 
must be in their first year of shorthand in a 
high school or college having at least a two- 
year course, or have been enrolled in a busi- 
ness college shorthand course not more than 


five months. “Review” students, or post- 
graduates, must be entered as Seniors, re- 
gardless of the length time they have been 


in the class 

5. Individual prizes will be awarded on the 
merit of the individual specimen, regardless 
{f whether it comes alone or in a school club. 
The Contest Committee will be Dr. John 
Robert Gregg, Mr. Hubert A. Hagar, Mr. 
Charles Lee Swem, Mr. Guy S. Fry, and Miss 
Florence Elaine Ulrich 


How School Clubs Are Rated 


School ratings will be determined by: 


1. Percentage of papers submitted from 
shorthand students, (Costimued ow page 180) 


19vau 
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ANNUAL 0O.G.A. CONTEST PRIZES 


Contest Open Until March 15, 1941 


Members 
offered 


Tem entries or more are required to constitute a school team 
of smaller classes are eligible for the many Individual Prizes 


GRAND SCHOOL TROPHY 


ONE HUNDRED DOLLARS in cash to the teacher or teachers of the team 
scoring highest of all three divisions, together with the MAGNIFICENT SILVER 
SCHOOL TROPHY, engraved with the name of the winning school and to be 
held by it for one year. When this cup is won by any school three times, it will 
be retained by that school permanently. 


competition tor this Grend 
competition tor the 


Every team entered in the Contest will be put in 
Prise The school winning it is automatically taken out of 
Firsi-Prise Trophy in its respective division 


SCHOOL PRIZE AWARDS 


to the winners in the three school divisions 
the High School and College Division, the 
Private School Division, and the Parochial 
School Division. 


First Place. SILVER CUP engraved 
with the name of the school and to be 
held for one year, and TWENTY-FIVE 
DOLLARS in cash to the teacher or 
teachers of the team winning first place. 


Second Place. SECOND-PRIZE BAN. 
NER to the school and a de luxe FOUN.- 
TAIN PEN DESK SET to the teacher 


or teachers of the winning team. 


Third Place. THIRD-PRIZE BAN- 
NER to the school and a GREGG 
FOUNTAIN PEN DESK SET to the 


teacher or teachers of the winning team. 


Next Five Places. PRIZE-SCHOOL 
BANNERS to the schools and a 
GREGG WRITER FOUNTAIN PEN 
to the teacher or teachers of the win- 
ning teams. 


HONORABLE MENTION CERTIFICATES 
To each school submitting a club of O.G.A. 


tests that ranks as follows: 

(a) The Honorable Mention Certificate with 
GOLD SEAL will be awarded to each school 
team qualifying with a score of 55 or higher. 
(b) The Honorable Mention Certificate with 
RED SEAL will be awarded to each team 
qualifying with one or more students winning 
the Gold O0.G.A, Pin and making a score of 
50 or more. (c) The Honorable Mention 
Certificate with BLUE SEAL will be awarded 
to teams scoring less than 50 but more than 40 


and having a pupil win the Gold O.G.A. Pin 
for Honorable Mention. 
SPECIAL BANNERS FOR LARGE 
SCHOOLS 
School teams of 300 or more students, making 


a score of 60 or better by reason of having 


qualified for Membership in the O.G.A,., will 
receive, in addition to any other prize, the 
special “LARGE CLUB” 0O.G.A. BANNER, 


provided this banner has not previously been 
received. lf a school having won the “Three 
Hundred Club” Banner submits a qualifying 
“Four Hundred Club,” a new banner in this 
group will be awarded. A school previously 
receiving a “Five Hundred Club” Banner may 
subsequently qualify for the “Six Hundred,” 
etc. This beautiful banner (size 2 x 3 feet) 
will remain the permanent possession of the 
school winning it. 


INDIVIDUAL PRIZE AWARDS 
First Place. SILVER TROPHY, suit- 
ably engraved, to be held permanently 
by the winning writer. 


Second Place. GOLD MEDAL (laval. 
liere or watch-charm style), bearing 
the O.G.A. insignia in enamel and gold. 


Third Place. STERLING SILVER 
0O.G.A. MEDAL (lavalliere or charm). 


Neat Five Places. GREGG WRITER 
FOUNTAIN PEN DESK SETS. 

Next Ten Places. GREGG WRITER 
FOUNTAIN PENS, made especially 
for writing shorthand. 

HONORABLE MENTION PIN. A Gold Pin 
will be awarded to each contestant whose 
notes show a high degree of executional skill. 
To win this Honorable Mention award, a 


paper must be written fluently and reflect a 
professional writing style. 
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(Continued from page 178) based on the number l 
of shorthand students under instruction. 


2 Percentage Ol papers rated as reaching 
the O. G. A. Membership standard 3. Write at the top o 
3. Percentage of papers rated as meriting personal address, name 
the Gold O. G, A. Pin. if you ; 
4. A supplementary rating of one point for 
each winner of the Gold Pin 4 
5. Junior students qualifying for the Mem ered from any one contestant 


bership Certificate 
half point of credit. 


Rules Governing Preparation of 
Contest Papers 
The Individual Contest will 


shorthand writers, except teachers and those — ar¢ 
place in a 


who have 
O. G. A. Contest 


will receive an additional 


won first 
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your best work. 


the paper 





Any good penmanship paper or notebook 
paper, preferably ruled, may be used. 
2. Pen (preferably) or pencil may be used 


your name, 
school and teacher, 


iy ire a stude nt, and state whether or not 
you hold an O.G. A. Membership Certificate 


Not more than one paper can be consid 


Practice the 


copy before submitting the entry representing 


5. Contest specimens should be sent to the 


(sREGG 
Madison Avenue, 
be mailed folded or 


be open to all 


preceding 
insure delivery. 


Writer, O. G 


there is sufficient postage 


A. Department, 270 
New York, N. Y. Tests may 


Postage must be 


paid at the letter rate, whether the papers 
sent sealed or unsealed 


Please see that 
on the package t 


Teachers’ Blackboard Medal Contest 


Another chance—up to January 31—for you teachers to qualify for your 
Gold Medals, and for the Gold Medalists to try their skill once more on 


teachers, you will 

have nearly two 
months for pra 
tice before the close 
of the Contest. Let 
it be keen, intensive, 
and analytical effort. 
Besides the lovely 
prize awards offered, 
this joining with your 
students in their prac 
tice will develop a 
comradeship of effort 
that will increase fa 
cility, legibility, and 
accuracy in short- 
hand writing to a de- 
gree you wouldn't 
think possible. This 
is your opportunity 
to demonstrate that 
you can write a pro- 
fessional style of 
shorthand. Go to it! 


BS seochora, you wil 


this 
Blackboard Contest Copy 
AN OFFICE OF YOUR OWN? 


One great test as to whether you possess 
business instinct or not is the presence 
or absence of a desire to create and manage 
something for yourself. If you have it, a 
subordinate position in a company will not 
hold you very long. If you have the urge to 
get out, you begin to work for it! 

Some men and women, too, are excellent 
managers for others, but are not fortunate 
as masters of their own business. These folks 
had the impulse to lead but they lacked suffi- 
cient skill and administrative ability. 

You must decide your own position with 
regard to business instinct. Are you by 
temperament a follower or a leader, a captain 
or a lieutenant, a capable master or a useful 
and reliable servant? Your destiny lies in 
that decision. 

If you resolve to be a capable lieutenant, re- 
member that you can still reach the “top” by 
making yourself the best man in knowledge. 


—“Your Mind,” by W. J. Ennever 


5. Mail your entry, 


»ne yourself, you might 
see what he can do 
about taking the picture 
for you. 

3. Your blackboard 
specimen must be ac 
companied by a pen-writ 
ten copy of the Contest 
article. 

4. Submit only one 
each of the blackboard 
and pen-written speci- 
mens. Part of the help 
fulness of this Contest is 
the training you receive 
n picking out your own 
best specimen of notes. 
If there is an outline 
in the specimen that 
you can write better, 
write it on the back 
to prove it. We'll give 
you credit for the bet 
ter outline, but the ex- 
miners cannot under 
take to examine more 
than one copy fron 
any one contestant 
Please do not disregard 
this rule. 


blackboard and pen-written 








HERE are the “rules” and a list of the 
awards offered. The Contest Copy for the 
Teachers’ Division is presented above. 


Rules 


1. Write Contest Copy on the blackboard in your 
best shorthand style, paying particular attention to 
fluency, formation, slant, proportion, and spacing 

2. Secure a clear photographic print of your 
notes. Since there is probably at least one ama- 


teur photographer in your classes, if you are not 


notes, to the Art & Credentials Department of the 
Graecc Waiter, 270 Madison Avenue, New York 
N. Y., so as to reach us not later than midnight 
of January 31, 1941. Have your entry clearly 
marked “Teachers’ Contest Entry.” 


Contest Awards 


1. Teachers already holding the Gold Medal will 
be put in competition for a Deluxe Fountain Pen 
Desk Set. There will be only one award in this 
division, and it is open only to the Gold Meda! 
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A Typical Rough Draft—Senior O.A.1T. Test, Part IU 


INSTRUCTIONS Make your own letterhead and type the following rowch drait im periect form for signature 


Use today's date, and remember to indicate the enclosure of check and stamped return envelope for reply t 
the request for information 





I } i Weit-CH ii 
to inve n 1 S ; ‘ 


(im - 
FI would als Lil t 7 t oO | O¢ 


T » ‘ y sal 


erro. 4 


thee informationgt wecr LAnrhetet Carel Luce. 
¢ 


as typed 
s | | . b y a. »4 YY? 2 by oy ’ ‘ 
ciuae i VENneil? Lad e isi 4 ile 2 ¥ 


N © W R 0C I c ] | C , ’ W Y 4 . 2 2 ? 
Gt) ’ 16 , hata fF Lewnle 
——. ne . f y 6 +? = 


[ eethalinaentemnaieatinenal 

















~- =~ 
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teachers. (In the event of a tie, however, the award Q” ( ’ A C oe Cc 5 
will be duplicated to each party to the tie.) . 7 + onte st Opy 
2. Indicate on your entry whether or not you al (See page 178 for instructions.) 


ready hold the Teachers’ Gold Medal ; : , 
All specimens written from this copy will be con- 


3. A Gold O. G. A. Medal will be awarded to each sidered in the Contest unless marked “For Member- 
teacher whose notes qualify by reason of meeting ship Only.”’ If submitted for membership as well as 
the professional writing standard Contest, mark the specimen ““Membership Examiner.” 
The copy can be written by anyone who has completed 


Certificate >roficier th Gold Seal 
4. A ? srr = . aes 8 “—_ _ the Eighth Chapter of the Manual, making it available 

and the Teachers’ O. G. A. Emblem will be awarded to theory students as well as members of advanced 

on specimens showing superior skill, but not merit classes. 

ing the Medal Practice this test diligently between now and the 


closing date of the Contest, March 15, to make sure 

that your paper will represent your very best style 

of writing. Ask your teacher to criticize your notes 
as you practice. 


5. An O. G. A. Membership Certificate, together 
with the Gold Emblem Pin, wil' be awarded t 
those teachers whose notes talify, and who have 


not previously received this award 


WwW 

THE CLOSING DATE WILL BE JAN ‘ ae 
UARY 31, 1941, and the deadline midnight, Make Hay While the Sun Shines 
sharp! We'll be waiting with open doors 
until the stroke of twelve o'clock f Co CO ~? sitting > 

. _— 7 a 
SHORTHAND t ichers, this 1s your pen 2 
manship contest! You have been asking, , ) 
ee : 4 \ , o ©& r 
Why not give us teachers an O. G. A. Con 
test? We need as much encouragement to —_— 

1 F ve ? 4 
improve our writing style as our students do, » € » O _— ‘ 
and we should like the opportumily of com 
peting in a teachers’ division.” Here it is! > - 

Because of the thousands of papers we'll 7S a—m ( ¢ : ' = 
be receiving, we cannot make any preliminary 4 
analysis of notes prior to the Contest close — Cc fo-A7 2 . ‘ 
but any criticisms or help which we _ think / 
necessary on the Contest specimen submitted oO b ‘. 
will be made when the results are mailed 27 Ces — ~ = be — 
i? ? 


New Honor Roll Ready M5 at*Oh_ YC 


, ‘ > 
UR new Shorthand Speed Awards Honor —? Oe x f " 

Roll is now ready for distribution and 2 : 
will be mailed out to you promptly on request, a v9 . P's - 
without charge. The reproduction in this issue - = 
(you noticed the frontispiece, of course) gives 3 4 

°.° ~ 
you no idea of what an attractive addition t % _——_ s« L < . 
= t wa Ses 


your classroom this two-color poster will make 


especially if your students rate a goodly i - sf yr 
share of the colored seals provided to mark aa ? ( —y «67 —\, 


above-average work! é 
You read the details of the plan in your s y a j 
; , - / 
November magazine We must remind you ‘ 4 7 


here, now that you are about to put it tnt 


oo t vee iM / have hs tnudents’ . > . 
effect, that we must have the students’ records £2 / hte . — y 
im words per minute, to be able to supply you ( 
the proper seals to show the “Honors” won . 
To get this, divide the number of words in sr 7 —s> c* 
the test dictated by the number of minutes it ) 
takes the student to transcribe. The transcrip , : , 
, ; : YY 
: y Fr a ( t - - 
tion speed (T.S.) is to be inserted in paren- C 
thesis after the student's name on your Short ' 
hand Speed Test Report; for example ( ' c OZ 9. 
80-Word Transcription Test ¢ ; 
Mary Jones (T.S. 16 wpm) 5 errors * ) P ( 
A zr 4 7 
Honors are due students transcribing at 
10 wpm or better on the 60-word Test, and P ) + 
15 wpm or more on the higher tests 7 OO a) f- ov * 
. 4 (1$2) 


*tewlts recegeities sthertheed embiticos ( 
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December Test Material 


{All clabs of test papers should be accompanied by a typewritten list of mames to expedite checking 


and insure accuracy in making out certificates. 
January 


Junior O. A. T. Test 


Single space your copy of the following article by 
Wilferd A. Peterson, Editor of “‘The Friendly Ad- 
venturer.” 


HAVE YOU A SANTA CLAUS PER- 
SONALITY? Who the world’s 
champion maker of friends and influencer 
of The old chap with the 
white beard and the rosy cheeks wins, hands 


is 


people ? long 


down! Step up, Santa Claus, and take a 
bow ! 
Why does the world love Santa Claus? 


Let's take the old chap apart and see what 
makes him tick! 

of all, individual. 
Joy chases away the gloom clouds and fills 
a room with sunshine. 


First he is a joyous 
People are attracted 
to the joyous individual as steel filings are 
attracted to 


Next, he is interested in making others 


a magnet. 


happy. He has a big time planting smiles 
on the faces of little children. He in 
creases the happiness-moments in the lives 
of everyone he meets. 

He loves his work. It is said that he 
hums a merry tune as he builds toys for 
girls and boys. He gets fun out of his job 
He is a dynamo of enthusiasm. 

He has faith. He believes in people. He 
has looked into their souls with an X-ray 


mind and found much to admire. He knows 
that bad little boys don’t mean to be bad 
He has a kind and forgiving nature. 


He is eternally youthful. His hair and 
his beard are white but his heart is young 
He keeps up with the times. His arteries 


are flexible. He is so modern he has given 


up reindeer and sled for an airplane. 


December copy is good as membership tests antil 


25, 1941) 
Finally, he is a Giver His philosophy 
s to give himself away in service. He is 


the friend of everyone 


Senior O. A. T. Test 


Type an attractive border around the following copy 


as Part I of your test. Part Il is the Rough Draft on 
page 181 
STOP AND SELL! In the old days 


when I was on the road traveling by train, 
I often had to take a train to a town in the 
morning and wait until night to get back 
The result was that | forced to stay 
in the town all day and so I made calls on 
all* my prospects. 

which 


was 


Automobiles, admittedly help us 


to get around faster, also cause us to skip 
many prospects. We would rather drive 
than sell, so we just scratch the surface in 
a town and dash away to another. And 
we often kid ourselves into thinking that 
there is nothing for us in the small towns 
and flash through them without stopping 
at all! 

One winter day, on a hunch, I| turned 


down a side road which I had often passed 
miles and drove a 
I called on a manufacturer I 


it sixty an hour into 


small town. 


had been neglecting, and the result was a 
$5,000 order! 

One way to step up sales is to stop and 
sell! To make all the calls, as we did in 
the horse-and-buggy days. To get off the 
main highways into the small towns. There 
are many orders waiting for us if we will 
just step on the brakes and stop and sell 


—The Silver Lining 





this preliminary eward will be found of greet 





* Underscore the « red he test copy 

Junior O. G. A. Test 
While the Contest copy may be used also for Membership Tests, applicants for the JUNIOR 
0.G.A. AWARD, in preparing their specimens for submission, should use the regular monthly test 


copy (See the December Junior Test plate, which appears on page 193 of this issue.) 

It is recommended that you apply for this award as soon as you are able to make a good 
copy of this test, to determine whether or not your writing style is up to standard preparatory t 
practicing for the Contest when you complete Chapter Eight. 

If you qualify for the Junior Award, it is evidence that you are started toward developing 
correct writing style. Should your first test fail, your notes will be returned with criticisms that 
will help you overcome your writing difficulties. 

Junior membership is not a requirement for entry in the Annual Contest, but the practice for 


value to you 
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December Competent Typist Test 


Use double spacing in typing this ten-minute test 


(To find the gross sumber of words you write, divide gross number of strokes by 5; then deduct ten words for 
each error to get met words written. The number of strokes is indicated at the end of each line im order to 


facilitate counting the gross sumber of strokes written.) 


Glancing back at what I last wrote in this notebook, | 
feel the intrusion of a very serious tone. At first I thought 
it must be age; but then I thought, and perhaps more 
truly, that it could not be age, for age is grave only if it 
settles on one as an illness. If it really means only grow- 
ing older, we should have no horror of it. 

It is hard to say when one feels oldest in life. Perhaps 
only in the sense of feeling more mellow toward one’s 
fellowmen. I remember at a Christmas dance, when I was 
less than twenty, that it suddenly occurred to me I was a 
cynic. A great wave of power and joy came over me, and 
I have never enjoyed any dance so much. I imparted this 
information to every partner with whom I waltzed or two- 
stepped. They were actually interested and flattered by 
my confession. Explaining just how disillusioned I was, 
while sitting out a dance, was particularly delightful. Such 
confessions were all the rage in those days. I know little 
about the youth of today, and those around the age of 
twenty rather terrify me. Their “line” is entirely differ- 
ent. But probably most of them are quite as free from illu- 
sion actually, as I thought I was at their age. 

Pessimism is glorious to youth and comes under the 
head of pleasure. Not so with age. That is the reason 
why, contrary to the accepted opinion of many people, we 


find a good deal of genuine merriment mixed with quite a 
bit of flippancy among the older folks. Life has done its 
worst to them, and they can still come up laughing though 
somewhat battered from the beating they have taken. Be- 
ing at present only about middle-aged, I have not yet 
attained that blessed state. Life still has the power to ap- 


Strokes 


55 


392 


902 
Soo 
616 
673 
729 
R43 


905 


1019 
1077 
1136 
1185 
1236 
1292 
1349 


1406 


1523 
1578 
1632 
1692 
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pall and terrify me. I am still prone to anger, on the one 1752 
hand, and to the belief that my goodness is sometimes 1806 
positively saintly, on the other. This is all very immature. 1869 
Only when we begin to realize that life is actually more 1926 
amusing than we thought, do we have that serene feeling 1982 
which comes with the passing of the years. 2026 
Old men do not necessarily want to crouch in the chim- 2079 
ney corner. There is a story somewhere about an old man 213¢ 
dressing up like an Indian with the small boys and dancing 2195 
around their bonfire in the backyard. He wanted to express 2255 
how he really felt, and his spirit was eternally spry. The 2315 
present epoch is such an age of youth that debutantes are 2373 
most impatient of grandmothers, and grandmothers make 242; 
the mistake of trying to act like the debutantes. That I can 2489 
understand, except that the matter of dress or action does 2548 
not really help one to escape what he may consider the 2603 
unbecoming gravity of age. It is really not the way to do 2662 
it at all. 2674 
Youth has been having a grand time in the center of 272 
the stage for several decades now, and it is fitting and 2783 
proper that we come to appreciate some of the more diffi- 2839 
cult problems that confronted our elders and which now 2804 
require the same high moral courage and purpose with 2047 
which they tackled the work of their times. It will not 3004 
be easy, but neither will it be beyond our power to 3056 
accomplish. Let’s buckle down in the good old-fashioned 3113 
way to hard work and an earnest desire to do well that 3168 
which we undertake. A sage of another generation said 3223 
that if a man built a better mousetrap than his neigh- 3276 
bor the world would beat a path to his door.—Selected. 3320 


[Repeat from the beginning until end of the ten-minute test period.| 





Words for special practice: cynic, waltzed, disillusioned, particularly, pessimism, 
genuine, flippancy, crouch, epoch, debutantes, unbecoming 
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Connecticut— 
the “Nutmeg” 
State 


T is one of the smallest of 

our states that joins the Pa- 

rade this month—the 46th in 
area (only 4,965 sq. m.)—but 
the 1,734,000 people that live in 
Connecticut entitle her t 29th 
rank I y p pulat 1 
ONCE Massachusetts Bay Col 
ony and New Amsterdam were 
well estal lished, some ol the 
hardy Puritans and Dutch set 
tlers ventured away into the 
beautiful valleys of the Connecticut and the 
Housatonic and built up a Colony of their 
own Their written constitution, adopted in 
1639, was confirmed by a Charter from 
Charles II in 1662 
IT was to save this guarantee of their lib 
erties from seizure by the Royal governor of 


New England, in 1687, that it was hidden in 
a huge oak tree, known ever after as the 
Charter Oak. And when the tree died, after 
nearly two hundred years, a frame for the 





ACME HEWSPICTURES 


Looking over the famous Yale Fence 
to the Harkness Memorial Tower 
across the campus 








a AS FROM GENOREA 


From the Aetna Life's windows, the tall white smoke- 
stacks of the Underwood Typewriter factory 


identify the plant plainly 


(fhharter was mace 1 ts W (i, as } may 
see at the State Library at Hartford This 
Charter continued in force until the State 
Constitution was adopted in 1818. You will 


find the site of the oak tree in Charter Oak 


Place at Hartford, Connecticut's beautiful 
( apital 
Hartford is not nly me f our Idest 
cities (it was settled 1635 and was inco1 
porated in 1784 s perhaps r lead 
ing imsurance « ter und it takes its place 
along with Berlin, Bristol, Bridgeport, Dar 
bury, Manchester, Meriden, New Britain 
New London, and Waterbury as an impor 
tant industrial center The state grow 
ing intensely industrial, cities outnumber 
ing rural population by three Brass 
machinery, hardware and tins lverware, 
broadcloth and silk, hats, rsets, typewrit 
ers, clocks, needles and pins, hooks and 
eyes, and thread are made for us here. And 
it was in Connecticut that Eli Whitney built 
his cotton gin 
THE chief agricultural crop is tobacco 
Connecticut raises a large part of the to 
bacco used in the manufacture of cigar 


wrappers and binders. Corn, oats, 
apples, and grapes are grown for 
Stone, product and 
minerals 


potatoes, 
market 


clay lime are the 


state’s most 


Chief 


as of course you know, the 


important 


among the schools of the state is, 


ywned 
Yale University, founded in 1701. But per 
haps you did not know it was originally 
located at Saybrook, or that among its 
class of 1773 was one of Connecticut's illus- 


world-ret 


trious great, Nathan Hale—that young pa- 
triot whose only regret was that he had 
but one life to give to his country! His 


statue stands on the campus at New Haven 
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THE SHORTHAND REPORTEK 





THE MAKING OF A CHAMPION 


Fastest shorthand writer in the world at nineteen—that is the rec- 
ord Martin Dupraw established—and here is the story of his career 


By CHARLES LEE SWEM 


Official Reporter, New 


MOME years ago, while | was attending a 
convention of the National Shorthand Re- 
porters’ Association, there was introduced 

to me a young man of shy and studious mien, 
who looked at me through large horn-rimmed 
glasses and in answer to my query said that he 
was going to enter the shorthand contest on 
the following morning. He was fifteen years 
of age, he said, had been graduated the year 
before from high school, and could write short- 
hand. He didn’t look to me like a shorthand 
writer, and he didn’t act like one who was 
going to win contests. He seemed too diffident, 
too shy, for a potential winner—and I imme- 
diately proceeded to forget him in a shorthand 
way. 

That was a very great error of judgment 
on my part, for I was then meeting for the 
first time Martin J. Dupraw, on the eve of his 
first contest. Just four years later the whole 
shorthand world had occasion to remember 
him, including myself, when at nineteen years 
of age he won the World’s Shorthand Cham- 
pionship. 


BEFORE coming to his first contest, Mr. 
Dupraw had completed a shorthand course in 
the High School of Commerce, New York 
City, one of an ambitious group of youngsters 
of that school who saw in shorthand more 
than the ordinary opportunity for educational 
and vocational advancement. During the latter 
part of his course, and immediately after 
graduation, he engaged in an extra-curricular 
activity provided by the school faculty—a 
shorthand speed class, where dictation at high- 
er speeds and instruction in reporting outlines 
and phrases were given. This class was held 
after school hours, was not compulsory, but 
was provided for those who possessed the 
ambition and the industry to follow shorthand 
through to its logical conclusion of reporting 
speed. 

Thus within a year after graduation from 
high school, and still only fifteen years old, 
Martin Dupraw went into his first contest and 
wrote 150 words a minute with an accuracy 
record of 99.06 per cent, under contest condi- 
tions—making but seven errors in a five-min- 
ute dictation on solid, literary matter. He 


didn’t win any contests on that occasion, but 


York Supreme Court 


he did convince everyone who saw him write 
that, notwithstanding his shyness, here was a 
youngster who might some day become a grea' 
writer. 


FOLLOWING this first contest, Mr. Dupraw 
entered college in New York City. Whether 
he had any notion at that time that he would 
become a shorthand reporter, I am sure | 
don’t know, but I am very certain that he 
had decided then that he would win the 
shorthand championship. For throughout the 
next four years, when he selected the various 
subjects and the periods of his college curric- 
ulum, he never failed to make ample provision 
for regular attendance at the shorthand speed 
class. Indeed, he split his college work into 
half day and half night periods so that he 
might be the more free to practice shorthand 
and later, as he developed speed, to gain ex 
perience in reporting. 

After another year in the speed class Mr 
Dupraw again went to the contests, and this 
time he won first place on the 150 words-a 
minute dictation, with an accuracy mark of 
99.46; wrote 175 words a minute (accuracy, 
99.09); and succeeded also in climbing into 
the charmed two-hundred-words-a-minute cir 
cle. He was sixteen years of age at this time 
—carrying a full science course in New York 
University, practicing shorthand daily or night- 
ly in the speed class, and already rated as 
one of the twelve fastest writers of the country 


HE had not yet qualified for the championship 
speeds, however—those dizzy heights of 200, 
240, and 280 words a minute—but that he 
did the following year, at seventeen years of 
age. On that occasion he not only qualified, 
but he won third place and beat the champion 
on one take and the runner-up on another! 
His records that year were: 200 words a 
minute, with an accuracy mark of 99.19; 240 
words a minute, accuracy 98.74; and 280 words 
a minute, accuracy 98.76! 

The following year Mr. Dupraw again won 
third place, with a still mounting accuracy 
record, coming within five words of tying 
the champion of that year. One year more— 
only five years after leaving high school and 
with five years of consistent shorthand prac- 
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The World’s Shorthand Champion and a 
page of his Notes 




















—— = 











190 


tice “under his belt’—and he became Short- 
hand Champion, with the remarkable and un- 
precedented accuracy of 99.91. He was just 
nineteen years of age, still a bit shy, and 
the fastest writer in the country! 


FOLLOWING that, he won the Champion- 
ship twice again, winning permanent possession 
of the N.S.R.A. Championship Trophy. He 
won the New York State Championhip three 
times; and has, without exception, won every 
contest and taken first place in every short- 
hand competition in which he has engaged 
since that time. 

During the years which I have detailed, 
from the time of his first contest to his last, 
I had the privilege not only of watching Mr. 
Dupraw in his shorthand practice sessions but 
also of working with him. I was a witness 
to that most interesting process, a champion 
in the making, and if, sometimes, when I speak 
or write about shorthand speed, I am a little 
dogmatic or cocksure, it is perhaps because | 
have watched the development of Martin Du- 
praw and writers like him and have seen, or 
thought I have seen, what has made them 
fast writers when so many others have never 
reached the heights of shorthand speed. 

Of course, Mr. Dupraw is an exceptional 
person. He has proved that he possesses 
everything that makes a great writer and a 
great reporter. That is why he became cham- 
pion. But I don't believe he, or any other 
writer, possessed that “everything” at birth. 
He is without question the best penman of 
the Gregg system, but he wasn’t a born pen- 
man, certainly. And he wasn’t particularly in 
dustrious at the start, nor especially ambitious 
or mentally tenacious. He may have possessed 
a potential predisposition for the acquiring of 
all these qualities, but he himself had to 
carry out all the details of acquiring them. He 
had to perform all the labor, all che drudgery, 
whatever predisposition he may have pos- 
sessed. He had to practice outlines over and 
over again, in order to become a good penman 
He had to learn to “stick to it” in order to 
acquire the habit of industry; and he had to 
expend a large amount of mental effort 
which is usually so hard to do—in order to ac- 
quire mental discipline and a sense of ambition 


Mr. Dupraw's brilliance as a champion and 
as a reporter, | can testify, is the result of 
consistent, intelligent, and almost daily prac 
tice, from the time he commenced the study 
of shorthand to the day that he achieved his 
goal—the World Championship. And even be- 
yond that day. Having won the coveted title, 
he resumed practice the very next week and 
put the same intelligent, industrious effort into 
keeping the title as he had put into winning it. 
For after he had won it the first time, the 
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championship speeds were raised te 220, 260 
words a minute on two of the takes, and the 
280 testimony dictation was made more diffi- 
cult by changing it to a two-voice dictation 
with the questions and answers being neither 
read nor counted—making the speed, in effect, 
a 300 words-a-minute take. On these new 
speeds Mr. Dupraw won the championship 
again, and still again, establishing new accu 
racy records on all three of the takes. 


SO much for Mr. Dupraw’s technical equip- 
ment—his speed and accuracy. Into the mould- 
ing of his reporting ability he has poured 
the same industry and the same intelligent 
effort that he displayed in his speed practice 
While he was still winning contests and 
while attending college, he established himself 
as a free-lance reporter. He reported political 
speeches, conventions, and even court sessions 
between college and speed-class periods. He 
traveled throughout the country one summer 
and fall with a presidential candidate, as his 
campaign reporter. He completed his college 
course and secured his Bachelor of Science 
degree. Then, as a full-fledged reporter, and 
still Champion, he enrolled in law school, 
completing that course in due time (mostly in 
night classes). 

He is today official reporter of the Su- 
preme Court, Ninth District of New York, 
a position he won by Civil Service competition, 
in which he was rated number one. He is 
still Shorthand Champion; still gazes at you 
with the same studious mien, but not so shyly 
as he did on that day that I first met him, on 
the eve of his first contest. 

I have had occasion to remember him 
since then. And so has the whole shorthand 
world! 


Key to Mr. Dupraw’s Notes 
(Shorthand appears on page 149) 


to the [hospital with you. A. When I went the first time 
Q Yes A. Yes 

«). The driver of the cab took you to the hospital?) A. Yes 
Q. The little girl went along? A. Yes 

Q You were only there about a day? A. I was there from 
hat time around 5:50 until the next morning 

Q. You were there about « day or maybe @ little less? 
\ Ves 

Q. And for three months after that this little girl eon 
inued to live next door to you? A. Yes 

Q. And you saw her often? A. Every day 

Q And I suppose at times when she spoke with you she 
old you she was sorry she closed the door? A. We avoided 
he question as much as possible with the child. 

Q But there was some discussion? A. There was no talk 
es far as the child was concerned, in front of her 

Q. Did the little girl ever come to you and tell you she 
“as sorry? A. Naturally, any child would 

Q. That was about how soon after the sccident? A. As 
«oon as I came from the hospital the child came in and told 
ne how sorry she was 

Q. The next day? A. Yes 

Q As you were progressing with the doctors, the little girl 
saw you again and probably asked you how you felt? A es 
Q And I suppose that during the course of those conver 
vations she told you « couple of more times that she was 
eorry the be 
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WHO’s WHO IN SHORTHAND SPEED 
Three More New York City Writers Hit High 
Reports Examiner A. A. Bowie 





Ti 


Henry Habacht 


GAIN, 
more 


introducing to you three 

the Gregg Diamond 
Medal, those who qualify 
specially prepared and difficult dicta 


we are 
winners 
awarded to 
the 
tion test at 200 words a 
Henry Habacht, brings 
Monroe High School, 
from that school to win 
When he left school, 
he reached 135 
inder the able instruction of 
McConnell interest in 
intense He attended 
Shorthand 
Rudolph 
him 


on 
minute 


added glory t 


as another stu 
the 


where, he 


James 
dent coveted 
medal 


torms 


in 
words a minute 
Mrs. Helen 
rapid writing be 
Pace Institute, 
Reporting, ther¢ 
Nargi and Samuel 

higher 


us, 


his 
“ame 
School 
instructors 
Sklarew 
speed 
Mr. Habacht has held several 
positions in the theatrical world. However 
he did not 1 the bright lights 
adway, ed to the trans 
-oming a secretary the 
Board of Transportatior 


“ontinues 


and 


guided shorthand 


stenographi 


elect to follow 
but transterr 
portation in 
New Y 
But 
hand with a group 


New York 


amassed an 


practicing short 
down 
sideline and hobby 
he has extensive collection of 
Indian coins. To keep physically 
fit, you will see him sporting with the Bas 
ket Ball week 


enthusiasts in 


town Asa 
himself 


team every 
AS Senior Stenographer in the Department 
of Justice, Miss Elizabeth Diggins is in the 
midst of taking testimony in one of the 
great antitrust trials that is now being 
brought by the Government against a large 
industrial combine. So her time is pretty 
well taken up 





Elizabeth Diggins 








Oe | 


William Levine 


Miss Diggins resides over in Long Island 
it Elmhurst, and you'll find her during busi 
ness hours at the United States Court Hou 
lown on Foley Square, New York 

lust a few years ag Miss Diggins wa 


ttending the Haaren High School, receiving 
her a shorthand from Mr. Richards 
Being an ambitious young lady, she next 
attended Pace | s ute mplet ng the 
Shorthand Reporting Course at that school 
Then, like so many stenographers who are 
writing in the upper brackets shorthand 
speed, she attended dictatior lasses where 

er conducted, so that she might keep i 
onstant practice She received help from 
Mr. Charles Zoubek and Mr. Nargi at Hun 

r College, and ll attends the high speed 
lass there 

After £ ad lwo M ss Diggins WwW rked 

nie he w l’s larg lipping bu 
eaus, as a typis As she wanted to use 
her shorthand, she managed t secure a 
tenographic position in the Veterans Ad 
inistration Bureau at Batavia, New York 

n work in connection with the bonus. “My 
favorite job.” she writes, “was with the Uni 
ted States Civil Service District, New York 
City, but being anxious to work in the court 
room—or at least be near it—I resigned of 
my own accord and accepted the position | 

w hold.’ 

You never know We might see her 
stepping out as a tap dancer one of these 
days, for that’s one of her hobbies, along 
with good movies and evenings beside the 


we 


which 


fire with a good book. And as for 
hear that at bowling she once hit 
we understand is not at all bad! 


sports, 


168 

















-.- 
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AND here’s another writer from Elmhurst, 
Long Island—Mr. William Levine, one of 
the recent winners of the Gregg Diamond 
Medal. At present he is working in the 
New York State Department of Labor, Di 
vision of Workmen's Compensation, where 
so many New York reporters get their 
baptism of fire 

High School of Commerce (New York) 
was his school; Mr. Oscar C, Shepard, his 
instructor in Gregg. He got his speed at 
Hunter College, with Miss Gilmore, Mr 
Dupraw, and your examiner, helping him 
along the way 

He has been through the usual three stages 
of progression stenographer, secretary, and 
reporter. His appointment as reporter 
in the City Magistrates 
Court came in June, 
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turned drinking fountain taps for twenty. A 
store counters he stepped aside ten times t 
permit women to be waited upon. Thirty times 
he permitted women to leave elevators ahea 
of him, Four times he gave women his seat i 
streetcars. In all, he performed 124 Sir Wal 
ter Raleigh gestures 

Two women said, “Thank you.” Many gave 
him that “Don’t flirt with me” haughty eye 
He is now convinced 


[IF true, the story should convince business 
and professional women, whose busy lives 
bring them in constant contact with men, tha! 
they cannot be too careful to preserve the 
amenities. Women are too new in the business 
world to invite accusations of discourtesy, 

which in this instance at 

least seem all too well 


1940. justified.—From the “I 
His hobby—the thea- CHRISTMAS SEALS es Seat Wea, 


tre. Handball and row- 


September, 1940 





ing—his favorite sports 





And let us quote from a 
page of information that 
we received from Mr 
Levine, sent in response 
to our inquiry: 

“Married in Novem 
ber, 1935, and have a 
two-year old son who 
cut his teeth on a Gregg 
Manual! 

“From 1930 to 1935 
I was employed as a 
stenographer in the De- 
partment of Correction, 
Sing Sing Prison. I was 


chiatric Clinic, where I 
eventually became secre 
tary to the chief psy- 


. pa I, 
CHRISTMAS 


assigned to the Psy- i940 





Wake Up and 
Live! 


ALTER RUS 

sell Bowie tells of 
a letter he received from 
a small boy who was 
just learning to write 
The letter concluded 
with these words: 


“I send you my love. | 
hope you live all your 
life!” 


That sentence im 
pressed Doctor Bowie s 


chiatrist. Needless to Help to Protect Your much that he wrote a 


say, the position proved 


book with this thought 


both interesting and in- Home from Tuberculosis as its central theme 


formative, as in_ that 
capacity I came in con- 
tact with practically every person connected 
with the institution, occasionally doing steno 
graphic work for Warden Lawes—-which in 
itself was a thrilling experience.” 

Mr. Levine is a Certified Shorthand Re 


porter 


Excuse It, Please 


ee to a recent Associated Press 


release, an Oklahoma City reporter 
thought a woman newspaper reader was wrong 
when she complained that “women are losing 
their common courtesy.” 
He held doors open for sixty women He 


He entitled the book, 
“On Being Alive.” 

Most of us are not living all our lives. We 
are not getting out of life all that we should 
We go about oblivious to the beauties of 
nature, having eyes but not seeing. We meet 
people and fail to discover the treasures 
buried in their lives 

We live in our little corner of the world 
and never experience the thrill of adventur- 
ing into strange places 

We listen to music without really hearing 
it. Often we are less than half awake to 
what life has to offer 

We should heed the small boy’s advice 
and wake up and live all our lives —South- 
west Shorthand Reporters’ Association 
News, Wellington, Kansas 
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O. G. A. Club Prize Awards 


Esterbrook Fountain 
Pen Desk Set 


Elaine Fox Alvernia High 
School, Chicago, Lilineis 

Verda Graham and Elinor 
Arps. High School of Com 
merce, San Francisco, 
California 

June Chincholl, High School 
Topeka, Kansas 

Mary Schubert. High School 
Clinten, Massachusetts 

June Huffman, High School. 
Newton, Kansas 


Tie Clasp or Bracelet 


Jeanette Witkowsky. Weequa 
hie High Sehool, Newark 
New Jersey 

Marguerite Reitemeir 
Alvernia High School 
Chicago. Illinois 

Florence Harrison, High 
School, Hempstead. New 
York 

Blanche Robinson, High 
School, South St. Paul 
Minnesota 

Sumiko Kasuya, Cogswell 


Polytechnical College, San 
Francisco, California 
Sara Anderson, Temple 
versity Philadelphia, 
Pennsylvania 
Evelyn Lord. High School, 
Nevada, Missouri 
Evelyn Coyne, St 
Academy, Joliet, Illinois 
Margaret L. Still. High 
School, Burlington, Vermont 
Jeanne Johnson. High School, 
Batavia, Tilinois 
Theresa Cammarata, Trinity 
High School, River Forest 
Illinois 
Ruth Ann High 
Schoo! New 
Mexico 


Pearl Pin 


Uni 


Francis 


Colclasure 
Albuquerque, 


Marilee Cooper. Senior 
School, Ames, Iowa 
June Taylor, Union High 
School. Phoenix, Arizona 
Ruth McCoy, High School, 
Marysville, Kansas 
Barbara Magill, High School, 
Topeka, Kansas 


Gold Pin 


Betty Carroll, High School 
Mason City, lows 
Joseph B. Corder, West 
ginia Business College. 
Clarksburg West Virginia 
Mary Ann Peek Frankfort 
Community High School 
West Frankfort, Illinois 
Matilda Bassett. Horace 
Mann School, Gary, Indians 
Beverly Daniels, Hich School 
Lead, South Dakota 
Wilfred Blessing. High 
School Santa Crus, 
California 
Esther Humphres 
High School, 
California 
Jacqueline 
Tennessee 
Jackson 
Josephine 
Peter's 
field. Ohio 
Audrey Campbell, Newark 
Preparatory School, New 
ark, New Jersey 
Alberta Hale, Township High 
School, Robinson Tilinois 
Dorothy Russel! St Al 
phonsus Commercial High 
School, New York, New 
York 
Mary Schneider. Sacred Heart 
High School, Saline 
Kansas 


Boesche, High School. 
iene. Minnesote 


High 


Vir 


Union 
Orange. 


West 
College 


MeCalien 

Business 
Tennessee 
Colangelo, St 


High School, Mans 





Marie Homolka Academy of Marilyn R. Wickstrom, &t 
0 Lady, Chicage nois Philomena Commercial High 
M Rose Buckley St Sc hool Chicago I ‘ 
Joseph's Academy Rt Na ko Morinaka Higt 
a innesota School. Lihue, Kaua 
Dorothy Bel High School Hawaii 
Asbury Park, New Jersey Ruth Cutka, George Rogers 
Albert Tibaudo, High School Clark Schoo f Hammond 
Winchester Massachusetts Whiting. Indians 
. ‘ 
Junior O. G. A. Test 
(See page 143 for instructions 
The Kind Man and the Viper 
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Virginia Cornell, Senior High Grace Mikami, Lellehua High 
School. Vancouver, Wash School, Wahiawa. Oahu 
ington Hawaii 
Eleanor Scott. The Powell Ruth Irene Dunning. Hig 
School of Business, School, White Plains. New 
Seranton, Pennsylvania York 
Phyllis Jane Dolan. High Violette Lavigueur, Notre 
School, Canogs Park Dame Academy, South 
California bridge, Massachusetts 
Pauline M. Sargent. North Mary LoBuono, Notre Dame 
eastern Business College. High School, Hami!tox 
Portland, Maine Ohio 
ry Leow Dorothy LaClair, High School 


Selina. Kansas 


Silver Pin 


Wes Frankfor i 

Fietiher, Weyt 
Ss ‘ w « ' 
Saska hewa is ‘ 
Schiermann, St. Mary 


Hig Se hor 


ra e A. Dion, St. Ann's 
Masse 


Ula Minnesota 

1. Visayan V 
Aradem) lioik 
Philippines 


Bronze Pin 


Annie Bowen, Frankfort Con 
nunity High School, West 
Frankfort Illinois 
Onnstad H Sect 
Kenyon, Minnesota 
Gertrude Heine, Higt 
Huntley, Illinois 
ree Takar High Schoo 
Bellerue Washington 
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Clear Line Ahead 


By FLOYD FOSTER 


in “The Dixietype,” issued by the Dixie Electrotype Company, Nashville, Tennessee 
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